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a secretary and a treasurer. In small organi-
zations the officers of secretary and treasurer
may be combined in one person. The term of
office and manner of election of these officers
are fixed by the constitution.

The President. It is the duty of the presi-
dent to preside at all meetings, and see that
they are conducted in accordance with the
principles of parliamentary law, and the re-
quirements of the constitution and by-laws.
He should sign all minutes of the meetings
after they have been approved, and per-
form such other duties as the constitution and
by-laws may require.

The vice-president discharges the duties
of the president in his absence.

In discussing his opinions or rulings, the
president should refer to himself as the Chair
or as Your President.

The Secretary. The secretary should keep
a record of all the meetings of the organiza-
tion, be the custodian of all records, reports
and other documents and carry on all cor-
respondence of the organization, unless there
is a corresponding secretary.

The Treasurer. It is the duty of the treas-
urer to receive and keep all funds, belonging
to the organization, and to pay bills when
they have been approved. He should, from
time to time, make a report to the organiza-
tion stating what money he has received and
the sources from which it is derived, and
also report on the expenditures, stating the
purposes for which they were made.

Conducting a Meeting, At every regular
meeting of the organization the order of
business given in the by-laws should be fol-
lowed. In most organizations this order is
as follows:

1* Reading- and approving- minutes of the last
meeting.

2.  Reports of standing- (or regular) commit-

tees,

3.  Reports of special committees.

4.  Unfinished business (not completed at last

meeting-).

5.  New business.

Motions. Success in conducting a meeting
depends upon a thorough knowledge of mo-
tions and their order of precedence by the
presiding officer. All business should be
brought before the meeting by a motion or a
resolution. Any member desiring to intro-
duce a matter should rise in his seat and ad-
dress the president as '<Mr. President" or
*Madam President/' as the case may be. The
president should then recognize the member

by speaking his name. The member then
makes the necessary motion, which should be
seconded by some other member and then re-
peated by the president. The second can be
made without the member's rising from his
seat or addressing the president. After the
motion has been seconded and restated by the
president, it becomes "the question before
the house" and constitutes the business of the
meeting until it is disposed of. The question
is open for discussion, and may be debated
at length. If there is no debate, the motion
is voted on at once and disposed of.

Classification of Motions. The question
before the meeting constitutes the principal
motion or the main question, but it may be
modified by other motions in the form of
amendments, or set aside for other business
before being finally disposed of. Motions
affecting the main question are called sub-
sidiary motions, and take precedence over the
main question. That is, when one of these
motions is made it must be disposed of be-
fore consideration of the main question
can be continued. These motions are :

To amend.

To lay the question on the table.*

To take a recess.*

Questions of privilege.*

The previous question.*

To postpone to a definite time.

To postpone indefinitely.*

To commit (refer to a committee).

To adjourn.*

Those marked * are not debatable,

In disposing of these questions the pre-
siding officer should have them voted upon in
the reverse order in which they are made
until the main question is again reached.

Illustration of Precedence. Suppose, for
instance, that in a literary society A has
made a motion that the secretary purchase
a book in which to keep the records of the
society, at an expense not to exceed $3.00.
B moves to amend the motion by limiting
the expense co $1.50. C, wishing to intro-
duce another item of business, moves to lay
the question on the table. D, anxious to
get home early, moves to adjourn. There
are now five motions before the house. It
is obvious that if the motion to adjourn car^
ries, all the other motions are disposed of;
therefore that motion should be voted on
first (a motion to adjourn takes precedence
of all other motions). If the motion to
adjourn is voted down, the motion to lay
the question on the table is voted on next.